
Introduction to PCO Groups  
(for Leaders) 

Planning Center Groups is an online application that will help you manage your 
members, plan events, take attendance, and share resources. This document will help 
you, the leader of a group, understand the main functions of PCO Groups and help you 
get started.  

The picture below is of the the administration page that each group has. 

 
Once logged into Groups, as a Group Leader you can do the following for your group 
from this page: 

• Add and remove members and communicate with group members. 

• Manage the group's calendar by adding and removing events. 

• Add and remove group resources. 

• Modify the group information, such as name, description, contact 
information, location, and group image. 

• View various group reports. 

• View attendance reports. 

• Manage their personal contact information. 



Logging in to Groups 
The first time you go to log in to Groups, you might need to create a password. On 
the login page (accounts.planningcenteronline.com/login/new), select the Need a 
password? link below the email and password fields. 

Enter the email address used to set up your profile, then a verification code will be sent 
to that email address. After entering the code, you will be able to create a password and 
then log in. 

Once you are logged in, you will stay logged in until you log out or after 2 weeks of 
inactivity. 

If you already have an account in PCO Services, which would be the case if you 
have been on any serving team(s), you may be taken to the Services page when 
you log in.  

https://accounts.planningcenteronline.com/login/new
http://accounts.planningcenteronline.com/login/new


To switch from PCO Services to PCO Groups, click on Services on the top left corner of the 
screen. When the drop down appears, select Groups and you will be taken to the PCO Groups 
page. 




Manage Members 
The first page you see when you select your group is list of all your members. There are 
some quick actions you can take on this page, such as emailing members or removing 
them from your group.You will also have the option to add new members from this page. 

 



Adding & Removing Group Members 
As a leader in your group, you will be able to add a person from the Members tab. Type 

the name of the person you'd like to add, and if they don't yet exist in the database, 

select Create a new member to add them to your database. 

 

Remove a Group Member 
As a leader, you can remove a member from your group on the Members tab.  

Choose the dropdown under Member Actions on the same line as the person then 

select Remove from group. 



Events 
The Events tab shows you a calendar of upcoming events for your group, along with 
some quick actions you can take on each event. 

From the event list, you can quickly report attendance or cancel past events. You can 
request RSVPs from your members for upcoming events and quickly view the 
responses. 

  

Once you select an event, you will see more details about that event, along with the 
option to edit the event. 

Creating, Editing, or Deleting an Event 

Create an Event 

From the Calendar tab on the main page or the Events tab on a group, select Create a 
new event. 



   

Add the name, date, and time of the event. If it is a repeating event you will be able to 

choose how often the event will repeat, as well as when it will end. For weekly 

meetings, you should set it up as a recurring event.        

   



Select more options to be taken to the event page and update the description and 

location or select Create to update that information later. 

• Choose a location from the dropdown and use Edit location to add a specific 

address, or, if you don't know the address, drop a pin at your location. 

• View the preview members or non-members will see on the groups page. 

• Enter the description for the event shown on the groups page. 

Select Create event when you're finished, and your event will be added to the calendar! 



Edit the Event 

Select the event you would like to edit from the calendar list within your group. 

View more details like a map of the location or select Edit event to make changes. From 

this event page, you can send a reminder email to all your group members! 

Edit any information then scroll to the bottom and Save. If your event repeats, choose to 

save only this event or all future events as well. 



Cancel or Delete the Event 

If you have an event that is no longer taking place, there are two ways to update your 
calendar: 

1) Delete an Event: This is permanent and removes all traces of the event 
from the calendar. If attendance was taken and Visitors were listed, that 
information disappears as well. 

2) Cancel an Event: Unless your event was created by mistake, this is usually 
the best option for events that aren't taking place. When you use this option, 
the event remains on the calendar but is labeled as "Canceled" so that 
members are aware.  

On the group calendar, select the event. 

Cancel Event 

Scroll to the bottom of the event and choose Cancel Event. 



Once you have hit “cancel event” you'll be given the option to notify group members the 

event has been canceled. Check the box and type in the reason to send to group 

members. 

Choose Cancel Event to finalize the change. The event will remain on the group 

calendar; however, it will now have a line through it, and the attendance column 

shows Canceled. 

   

Everyone is clear the event was scheduled but is no longer taking place. If you change 
your mind, you can go back to the event and un-cancel!  



   

Delete Event 

Scroll to the bottom of the event and select Delete. 

   

If your event repeats, choose to delete only this event or all future events as well. 

Taking Attendance 
With weekly meetings set up as events, you will now be able to take attendance. Events 

are listed in chronological order and show the date, name, and attendance, if it's already 

been taken. Select Report Attendance to be taken directly to the attendance roster. 



Put a check next to members who were present and search for others who attended 

and want to be added as a member. 



Previous visitors show at the bottom of the roster. Add a new visitor from the search bar. 

   

   

Select Submit Attendance Report to record the attendance to the event. 


